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5 January 1945 



mmmm no. 

Subject! Procedures for Photographic Reproduction of Materiel 
To i ill Organize tiona and Units, Arlington Hall Station 



1. Effective immediately, the following procedures are established 
for handling photographic reproduction and for careful review of photo* 
graphic revisit ion a by properly authorized oeraonnel. AH re A uasta for 
photographic reproduction of docnments and/or photographs of machinery 
and equipment are included within the meaning of this memorandum. 

2. Attention is invited to the fact that photographic u&terials 
are becoming more and more difficult to obtain. The cooperation of all 
concerned in carefully checking the need for the number of copies requested 
is neoeseaxy in order that material may be conserved. 

3. All requests for work will be forwarded to the Laboratory Branch 
on Photographic Requisition Slo-SC Form No. 601 (Rev. 1), 1 January 1945, 
completed in duplicate and accompanied by the material to be processed, 
these forms, a copy of Which is attached a*. XnaLosure 1, may be obtained 
from the Post r ublications Unit (Extension 453) . tfith the exception of 
requisitions for process negatives, all requests will be approved by the 
Chief or Executive Officer of the originating branch. Process negative 

re ;uisitions will oe approved V the 0/t or assistant O/C of Reproduction 
Section, Cryptographic Branch. * 

4. Materiel from which photographic reproductions are to be made 
sh ould be in the best condition possible, e.g*, originals are more suitable 
for reproduction than carbon copies or duplicates. Further, when original r 
documents are on limited time loan, sufficient time for completing and 
checking reproductions Should be allowed prior to return date, 

5. Photographic requests nay be initiated in accordance with process 
Indicated In the atta ohed list (XnaLosure 2.) Where no specific process 
is indicated, the Laboratory Branch will select the method most suitable. 

By order of Colonel Cordsxmam 



Thurman R. Hammaa 
Captain, Signal Corps 
Adjutant 

2 Xnels. 

Ind 1 - SIS*SC Form No. 601 
Inol 2 » Process List 

Distribution ”B" 

Approved for Release bv NS A on 06-06-2014 pursuant to E.Q. 13529 
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IoTCGRaPKIC PEC* l 1 IS ITIOL 



TO. Chief, SPSID 

Room 20 7 2-A Ext. 291 

Deliver To 



rone 

Ranlc 

Room To. Sldg. ExtT 
Ceceription 



BO 



SubTiitted bv 

Brano h Section 

Roo m E x t 

Date submitte d 

Approved 



PROTCiTATo 










PHOTOGRAPHS 


Rev. Color 


Ea. 




Van Dyke 


Ea. 


16mm 


Positives 


Ee. 




Brownline 


Ea. 


35mm 


Size 








4x5 in* 




_ _ _ 1 














— ^ 


PHOTOGRAPHIC PRINTS 






4x5 in. 


5 j 7 in. 


8 x 10 in. 




7 otal No. 


Size 






PROCESS NEGATIVES 
Total No. 







SPECIAL INSTRUCTIONS 




1 .January 19-»S 
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PROCESSES 
a* Photostats 



b. Van Dyke and 
Brown Line 
Prints 



c* Prooeee 
Negatives 

d. 4* x 5" 
Negatives 



a. Prints and 
Enlargements 



• '***«.« 



1 * The largest original document which can be handled 
in one piece on the machine is 40 * x 50*. 

2. The largest reproduction which can be produced 
measures approximately 17" x 21". 

3. When original documents are to be enlarged or reduced 
crop lines on the original should indicate the area and 
else of enlargement or reduction. 

4. When only one copy of a document is desired, reverse 
odors, i.e., white type on black background, will be 
furnished except in a pedal cases. 

5* Preparation of positives requires the additional 
process of making reverse color negatives first. 

1. Largest original document Which can be handled in 
one piece on the machine is 42" x 10 ygda and the repro- 
duction is the same size as the original. 

2. These can be reproduced only from transparent paper 
or cloth, and originals should be in India ink. 

3. V«n Dykes, i.e., white lines on brown background, 
rather than brown line prints, should be requested 
whenever possil&e since brown line prints require the 
preparation of a Van Dyke as a negative and consequently 
result in cone loss of quality in the final reproduction. 

Consdt Reproduction Section, Cryptographic Branch 



1. 4" x 5 n negatives of machinery and/or 9 iidpnent are 

by appointment only, 

2. The originating office snould contact the Chief or 
Photographic Iff leer, SPSID, to determine the time for 
the job and to furnish an estimate of the eeope of the 
pictures so that proper equipment and personnel may be 
assigned to the job. 

1. negatives may be routinely printed to a maxlmua 
of 8* x 10*. 

2. Re-sUisltions must indicate the number df prints else 
far each negative, e.g* 2 *e & x 10 prints of 3 nega- 
tives, or 2 ea 5 x 7 from Negative $L> 2 ea 8 x 10 
from Negatives " 2 and #2. 




16 Btt wad 

35 » 

Photography 
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3* If prints are to be bound into a book, requisition 
should indicate margin size and position for binding, 
e.g*, li* margin at top, or 1* margin on left aide, eto. 

1* This process refers to site of film used* 

2* Films to go to units overseas m^st be 35 mm because 
overseas unite do not have facilities for handling 
16 am film* 

3* Books and other documents which cannot be taken 
apart must be "one on 35 mm film* 

4* Single pares being filmed for record may be done 
on 16 mm* 

5, A reader for both 16 mm and 35 T 'm films is amd- 
able in the Laboratory Branch. Permission to use 
this, within the physical limits of the Laboratory 
Branch, may be obtained from the Branoh Chief. 




